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Quest (for service referrals) 

                                        

       

        

 

 

 

 

 

 

 

Demographic information must first be entered in either Quest or JTAC to 

create referrals in the KidTraks system. 

Accessing the KidTraks System 

Select DCS Service Request Form 

Select the members of the case 
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Quest (for placement referrals) 

                                        

       

        

 

 

 

 

 

 

 

 

Enter the placement on the IV-E 
eligibility form. 

Do you need to access KidTraks 
to do an ICPR?  Click 'yes' 
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JTAC 

 

 

 

 

Click 'Manage Referrals' on the 
Referrals tab 

Click 'Manage Placement 
Referrals' on the Placements tab 
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Once you are in the KidTraks system you will be taken to the Case Page for the 

case you were reviewing in either Quest or JTAC.  The KidTraks Case Page will 

have a summary of the case information, placements, approved referrals and 

referrals awaiting approval.  

 

     

       

 

 
 
 
 
 
 
 
 
 

KIDTRAKS: Case Page 

Referrals Pending Approval 

Summary of all referrals  Current Placements--ICPRs 
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Step 1: Click Go to 
make a Service Referral 

   Make a Service Referral 
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Step 2:  Select the household members being referred for services. Select the 

county in which services will be provided (this will default to the county of the 

case), and the need for interpreter services. Click “Continue” 

Step 3:  Select the type of service for which you are making the referral. 
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Step 4:  You will enter the page where the referral information is to be 

completed. Enter the Court Order Date, Service Start Date, select those who 

will be referred, select the provider from the drop down list, enter any special 

instructions and click „save‟. 

TIP: To enter today‟s date, type “t” in any date field. 
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Step 5:  You may complete additional referrals or click Finish. 
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Step 6: You may „Approve‟ or „Review‟ the referral.  To change a referral that 

has been completed, click „Review‟.  You must do this before it is approved.  

The number of authorized units can be changed and you may add 

attachments.  Once approved, the referral cannot be changed. If you do not 

want to change the referral from the standard service package, and you do 

not want to add any attachments, click „Approve‟ 
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To make changes to the referral, click „Review‟ 

You will enter the Provider Referral Information page where you can review 

and change the referred services or add attachments. Click „Referred 

Services‟ 
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The „Referred Services‟ tab shows the services authorized on the referral as 

well as the maximum number of units for which the provider can bill.  To 

make changes, click on the Billable Unit ID. In this example we will change 

the number of Face to Face units from 72 to 80. 

Changes can be made to the various fields on the referral.  In this example, 

change the Max Units from 72 to 80. 
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Type „80‟ in the Max Units box, click „save‟ and then „close‟.  

The new Max Units will show as 80.  
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Add Attachments: To add attachments to a referral, click „Attachments‟ This 

functionality allows documents to be shared securely. 

Click „Add‟ and then „Browse‟ to locate the file to be attached.  
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Find the file and click „Open‟  

Type a description and click „Submit‟  



  
 
 
 

18 | P a g e  
 

 

 

 

You will see that the attachment has been added.  

Remember to „Approve‟ the referral after you have reviewed it.  
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Community Mental Health Center Recommended Services: 

Community Mental Health Centers have the ability to recommend services for clients for  

whom they have a referral.  If the CMHC has made a recommendation for services, the 

CMHC should notify you.  You will enter Kidtraks and the recommendation will be 

awaiting your review and approval.   
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   Make a Placement Referral 

 



  
 
 
 

21 | P a g e  
 

 

 

Individual Child Placement Referral for DCS Foster Home: 

Step 2: To create an ICPR, click ‘Add ICPR’.  

  

Step 3: Add the Effective Date of the ICPR.  The Expiration Date will automatically calculate for 6 months from the 

Effective Date.  If the placement end date is already known, it can be entered as the expiration date.  Select DCS 

Foster Home or Court Ordered Paid Placement.   
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Step 4:  Probation youth will automatically be paid at the Therapeutic rate.  The rate can be changed by the 

probation officer based on the needs of the youth.  If the youth is placed with a baby or child, the rate will be 

increased to cover the cost of the child.  Select the number of children placed with the youth.  Click ‘continue’ 

  

Step 5:  If you would like to make a referral for therapy, click ‘Yes’ and you will be taken to the service referral 

wizard.  You must finish the wizard process to finalize the ICPR and any referrals. If you click ‘No’, you will be 

returned to the case page. 
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Step 2: To create an ICPR, click ‘Add ICPR’.  

  

Individual Child Placement Referral for Licensed Child Placing Agency: 

Step 1: Click on the child’s name next to the placement.  
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Step 3: Add the Effective Date of the ICPR.  The Expiration Date will automatically calculate for 6 months from the 

Effective Date. If the placement end date is already known, it can be entered as the expiration date.  Select LCPA 

Foster  Home.   

Step 4:  Probation youth will automatically be paid at the Therapeutic rate.  The rate can be changed by the 

probation officer based on the needs of the youth.  If the youth is placed with a baby or child, the rate will be 

increased to cover the cost of the child.  Select the number of children placed with the youth.  Click ‘continue’ 
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Step 5:  You will be asked if you would like to use the therapy services of the LCPA.  Preference should be given to 

the LCPA for therapy unless it is in the best interest of the child to see another therapist OR the child is already 

seeing a therapist that is not part of the LCPA. 

  

Step 6:  Enter the date of the court order and start date for the service.  It should correspond to the dates of the 

ICPR.  Enter any special instructions or goals of the service. 
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Step 7:  Click ‘yes’ if family counseling is needed and select the family members to be referred. 

Step 8:  Click ‘yes’ if therapeutic supervised visitation is needed.  This is supervision by a therapist.  If traditional 

supervised visitation is needed, that should be referred through the service referral wizard.  Select the family 

members to be referred, the number of hours to be provided per week and enter any special instructions. 
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Individual Child Placement Referral for Residential and Group Home Placements: 

Step 1: Click on the child’s name next to the placement.  

  

Step 2: Click on Add ICPR. 
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Step 3: Add the Effective Date of the ICPR.  The Expiration Date will automatically calculate for 6 months from the 

Effective Date.  If the placement end date is already known, it can be entered as the expiration date.   

Step 4: Select Residential  Placement and then select the program. 
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Step 5:  Click ‘continue’ to finalize and approve the ICPR.  You will be returned to the Case Page. 
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Completing an ICPR when there is no vendor information.  

Please notify the DCS Resource Unit when there is no vendor information by clicking on the link. 

Click ‘send’.  Once the Resource Unit has an opportunity to attach vendor information, you will be able to make the 

ICPR. 
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VOID an ICPR: 

If you make a mistake on an ICPR, you must void the ICPR and complete a new one. To do that, select the placement 

on the case page.   

Select the ICPR that you want to “Void” and select “Void” from the drop down list.  Then click ‘Go’   



  
 
 
 

32 | P a g e  
 

 
 

Questions?  Contact your Probation Service Consultant! 


